APPLICATION FOR RECORDS RETENTION SCHEDULE DemAR T e oAy of el g
. RECOR DS MANAGEMENT DlVISlON

INSTHBCTIONS See"Pubhc.:t!on No 76—BM—1 for instructions on compietmg this form Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Gecrgia, 30334,
Attention: Scheduling Section.

b — e e s e A

_FOR AGENCY USE_ 1. Agency Address __FOR RECORDS MANAGEMENT USE ’
Apelication Date Georgia AgriramDevelopment Authority Applicgtion Number 5
| P 0. BOXQEighth Street -36
Application Number T‘iftOH, Geor'gl'a 31794 Date Received Date Complated

P
S Lo o e g2 e | ST 241980
2. Persan to Contact Working Title Telephone Number |

Eve]yn R1gdon Adm1n1strat1ve A551stant/Bookkeeper 912 386- 3344
3. . Action Pequeﬂed
a. XX Estabisn Retention Schedule; record will continue to accumulate.
b. {0 Dispose of present accumulation; no further accumulation anticipated.

¢. i3 Amend Application No. oo, Check One: [ Change; O Supercede: [J Void

— =

4. Dates of Serias 6. Records Series Title (fo/fowed by title used in office; if different)
Eartiest Latest Sales
. 76 ] Present Authority Dai[f‘lransaction Files
'—6._Ei_v_is_ion and Office Function What is the function of the Division and the Office in which this record series is createg?

The Administrative Services Division is responsible for creation and providingdirection and
¢ administration of all authority functions. The Division provides centralized accounting
services, budget coordination and payroll, advertising, press relations, grant coordination,
fund raising, marketing of souvenirs.

The Accounting Section is responsible for recording and reporting cash receipts and disbur-
sement of budget state funds, Federal Grants, donations, recording and reporting all
collections from income of ticket sales, concessions, and country store.

7. Record Serles Description This file contains the fol!owmg documents finclude form numuers and titles, if any):
Attach samples of the file,

Documents relating to: record1ng the amount of revenue taken in from ticket sales to museum, -
country store, and concession stand.

included are: tally of daily attendance to museum, daily sales receipts from Country Store
and concession stand.

Fite is arranged: Chronologi cal ly by Fiscal Year; thereunder alphabetically by function, thereunder
chronologically by month and day.

3. Monthly Reference Rate ~ How often are records referred to which are: o B
One to six months old 25 Seven to twelve manths old ___lQ,-';-_, ; Thirteen to twenty-four months oid __Q_.,.ﬁ_..

i ")tgve"ty -five months and older__L_ Ny i ; . - '

3. Annual Rate of Accumutgfion of Records T N o T T -

- Letter- -5ize d(aw=rs —— Legal-ﬂze draveers —— e % Shelves ———; Other {specify) S

JFISREEEY SRR - g - - e - . b
AA=-50--71, Rav T8 {Qver}




FEE—; NO | 10._Cuestionnaire___ {Place an_"“X"" in the proper .ulumn) N )
4 a. Is this the official copy of the series? i
XL 1 Ifnot whergisit? S - ,
' b. Does the series contain confidential information requiring security handling? 1f yes cite law or regulation,
____n_x_ e e —— e e . ) :
S O - Is this a vital record? e
X _ 1 d. Does this series have historical or long term : research value? \ ,
X e. When one or two documents in the file make it necessary to keep the entire file for A long penod could these
A _dogume_ls be scheduled separately?
| .0 :h‘ iogeconiained in this. setleuve&ublﬁheﬂ_mamcoL e
L] _u;‘;i j;‘;;’;:‘i‘;'; ENOAL ANALTSTS OF VES ATOR RSP PN R g oo
h. Is there a duplication of this series in your ofhoe or in another offlce or agencv? T
X 1 Mves.wherey - - _ _ - _ -...% oot -
_X | _i. s this series for amammamon.afm,tggujar Iv. Jm.:rcxmmch______.w —
X i._Doas the record serigs.result in a computer printout? ol e .
11. Reteniion Requirements T_he tollowing requires the series to be kept:
- a. State Law . years, d. Audit period — _..years.
. Statute of limitation years. e. Administrative need ' —_ 2 _ _years.
¢. Fedsaral law years, f. Federal retenti_qn instructions . years.

Attach copy or excerpt of laws or regulations. Explain administrative need, L

-

12. Aporoved Disposition instructions

This agency recommends that the file series be cut off at the end of each:
00 Calendar Year; ™ Fiscat vear; O Other

—_ __tnen,
XX Held in the current filesarea ________manth(s) __._1 ___ vear(s); then
XXX Transfer to local holding area, hold £ ——vear(s); then -
{3 Transfer to State Records Center; hold ——_Yyear{s}; then
& Destroy.
O Transfer to State Archives for permanent retention.
3 Other [Specify}

i These instructions apply to all prior and future accumuiations of the series.

Records Management Officer [Signature)

State Records Committee (Signature)

* Recommendations in para-

graph 12 are approved.
(I disspproved, attach letter ™ o
' of explanation.}
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Secre%tate/ Designee

Attorney Generai/Desrgnee
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